Minnesota Cancer Registrars Association

2010 - 2011
Operations Calendar
MCRA Executive Committee Meeting Schedule

2010 - 2011
Friday, April 15, 2011
St. Joseph’s Hospital

MCRA MONTHLY CALENDAR

	Officer/Category
	April/May
	May/June
	June/July

	General
	NCRA Conference
Executive Committee Meeting

MCRA Spring Meeting and Conference
	MODMM Deadline June 15.
	Application Deadline for CTR exam

	President
	Attend NCRA Conference if able
Recruit articles for MODMM

Prepare Executive Committee agenda and email to committee members
Chair Exec Committee Meeting

Prepare Agenda for Spring Meeting

Preside at Spring Meeting. Install new officers.
	President’s Message to MODMM editor by June 15.
Report on National meeting if attended
	Check on fall workshop progress with 

Prof. Dev. Co-Chairs


	President-elect 

(See also Professional Development, 

this office Co-Chairs)
	Attend NCRA Conference if able
Begin contact with host facility for Fall workshop Attend Exec Committee meeting and Spring meeting.
Attend Spring Meeting and Conference
	Prepare an article for MODMM by June 15th
Report on National meeting if attended

Work with Prof Dev Committee on details of Fall workshop.


	

	Senior Treasurer 


	Change over banking requirements 

Prepare written report for Exec Committee meeting and Spring meeting 

Attend Exec Committee meeting and Spring meeting and present Treasurers report.


	Write brief status report for MODMM and submit to MODMM editor by June 15
	

	Secretary
	Retrieve all materials/minutes of previous

meetings from past secretary
Attend and take Minutes at Exec Committee mtg and Spring meeting

	Email minutes of the Exec meeting to Board.

Summary of  Business meeting to MODMM editor by June 15th

Summarize Board activity for MODMM.
	

	Professional Development 

(Co-chairs with Pres Elect)
	Prepare report for Exec Committee meeting (update

on progress of fall workshop,CTR exam dates).

Attend Exec Committee meeting and present report.

Spring Meeting and Conference

Recognize new CTR’s

Begin contact with host facility for Fall workshop

Define future programs.  .
	Submit article for the MODMM by June 15th 

Review and distribute evaluation of spring workshop. 


	

	Communications
and Immediate Past President

(Co-Chairs)
	Obtain Membership email list from previous chair.

Appoint liaisons/committee members 

Attend Exec Committee mtg. present report.

Attend Spring meeting and present report.

Assist MODMM editor in calling for articles
 
	Contact Midwest Regional Director with MCRA news.
 Get NCRA/CoC/etc updates. Make report for the MODMM by June 15.
Communicate with MODMM editor and proofread prior to distribution.


	

	Membership
(Works with the Treasurer)
	Obtain most current electronic membership list from previous chair.

Attend Exec Committee and Spring meeting and present report.

Send letters to prospective MCRA members as needed.
	Send letters to prospective MCRA members as needed.

Post current membership status in MODMM along with comments about any other projects.

.
	Send letters to prospective MCRA members as needed.

	Nominating
	Obtain most current electronic list of past MCRA Executive Committee Members.
Attend Executive Committee Meeting

Attend Spring meeting and present report (introduce elected officials)


	Submit article for MODMM by June 15
	Contact members to fill slate of officers.

	Bylaws
	Obtain most current Bylaws from previous chair.
Read the Bylaws to become familiar with them.

Attend Executive Committee Meeting and Spring Meeting and present report if necessary.
	Prepare brief report for MODMM by June 15.
	

	Website
	Obtain Webmaster contact information from previous chair.

Attend Executive Committee Meeting and Spring Meeting and present report.

Update Executive Committee information on the website immediately after the Spring Meeting
	Prepare brief report for MODMM by June 15.
Update Website as necessary
	Update Website as necessary


MCRA MONTHLY CALENDAR

	Officer/Category
	August/September
	September/October
	October/November

	General
	CE Applications due to NCRA
	CTR Exam

Exec Committee Meeting 

MODMM deadline Sept 15.

Fall Workshop in Sept or Oct
	

	President
	Prepare Exec Committee agenda and e-mail to committee members

	Attend  Exec Committee meeting 

President’s Message to MODMM editor by Sept 15. 

Prepare Fall business meeting agenda. 

Prepare a summary of fall workshop/business meeting for MODMM

Attend Fall workshop and business meeting
	

	President-elect 

(See also Professional Development, 

this office Co-Chairs)
	E-mail programs and registration forms for Fall Workshop.

Prepare an article for the MODMM by September 15th

Request approval from NCRA

for Fall workshop CE’s


	Inform host facility of number of attendees for fall workshop.

Prepare CE forms/attendance certificates/MCRA survey for Fall Workshop.

Attend  Exec Committee meeting  (report on activities/ goals) 

Prepare oral presentation for Business Meeting and attend fall workshop
	.

Continue to work with Professional development Committee on Spring workshop.

	Senior Treasurer 

(Works with Membership Chair)
	Prepare written report for Fall Business meeting.  Make copies and forward to professional development for meeting packet.


	CTR exam reimbursements.

Attend Exec Committee meeting with Treasurer’s report.

Brief status report for MODMM. 

Prepare registration list for Fall Workshop and send to Pres. Elect/Prof Develop Committee Co-Chair. 

Prepare honoraria for speakers.

Attend fall workshop/business meeting
	.

	Secretary
	Forward Spring Meeting minutes to Pres Elect so can be included in meeting packet.
	Take Minutes at Exec Committee meeting and summarize activity for MODMM.

Attend fall workshop/business meeting—take minutes.
	Distribute Sept Exec Committee Meeting minutes to Board.



	Professional Development 

(Co-chairs with Pres Elect)
	Article for MODMM due September 15th.
	Make sure packets/speakers, etc., are ready for meeting

Attend Exec Committee meeting and present report.

Prepare brief report for MODMM.

Fall workshop/business meeting.  Present oral report at business meeting.
	

	Communications
and Immediate Past President

(Co-Chairs)
	Call liaisons and Midwest regional director for written reports for MODMM.  Article for MODMM due September 15th.
	Attend Exec Committee meeting and present report.

Prepare brief report for MODMM.

Proofread MODMM prior to distribution.

Attend Fall workshop/business meeting and present oral report.
	

	Membership
(Works with the Treasurer)
	Letters to prospective members as needed.

Create mailing labels for fall workshop brochure as necessary and forward to professional development committee.
	Letters to prospective MCRA members as needed. 

E-mail fall workshop registration list to professional development committee co-chairs. Attend Exec Committee meeting and give report.

Prepare brief report for MODMM.

Perform NCRA Conference stipend lottery drawing of eligible members at Fall business meeting.

Draw name for free Spring Workshop attendance
	

	Nominating
	Contact members to fill slate of officers.
	Contact members to fill slate of officers.

Attend Exec Committee meeting and give report.

Prepare brief report for MODMM.

Attend fall workshop/business meeting and present oral report.
	Prepare candidate profiles for ballots, which are mailed in January

Send profile forms and thank you letters to nominees.

	Bylaws
	Revisions to bylaws need to be mailed 30 days prior to business meeting.
	Attend  Exec Committee meeting and give report.

Prepare brief report for MODMM. 

Attend fall workshop/business mtg. Present oral report/bylaws changes.
	

	Website
	Update Website as necessary
	Update Website as necessary
	Update Website as necessary


MCRA MONTHLY CALENDAR

	Officer/Category
	November/December
	December/January
	January/February

	General
	
	Exec Committee meeting 

MODMM Deadline December 15.
	Application deadline for March CTR exam.

Mailing of annual dues notice.

	President
	Prepare Exec Committee agenda and e-mail to committee members. 
	President’s Message to MODMM editor by Dec 15.   

Chair Exec Committee meeting 
	

	President-elect 

(See also Professional Development, 

This office Co-Chairs)
	Work with professional development and host facility for spring workshop.
	Attend Exec Committee meeting and present oral report.  .

Prepare brief report for MODMM.
	Continue to work with Professional development Committee on Spring workshop.  Complete all details for spring workshop.  
Appoint Committee Chairs for the coming year 

Begin fall workshop preparation.

	Senior Treasurer 

(Works with Membership Chair)
	Prepare written report for Exec Committee mtg.  Make copies to hand out at meeting or e-mail copies to committee members prior to meeting.
	Attend Exec Committee meeting and present report.

Prepare status report for MODMM.
	

	Secretary
	
	Attend Exec Committee meeting—take minutes.

Summarize Board activity for MODMM.
	Distribute Exec Committee meeting minutes to Board.

	Professional Development 

(Co-chairs with Pres Elect)
	Article for MODMM due December 15th.
	Attend Exec Committee meeting and present oral report.

Prepare brief report for MODMM.
	Keep in contact with the Pres. Elect regarding spring workshop details.

	Communications
And Immediate Past President

(Co-Chairs)
	Call liaisons and Midwest regional director for written reports for MODMM.  Article for MODMM due December 15.
	Attend Exec Committee meeting and present oral report.

Prepare report for MODMM.

Proofread MODMM prior to distribution.
	

	Membership
(Works with the Treasurer)
	Send letters to prospective members as needed.


	Send letters to prospective MCRA members as needed.  
Attend Exec Committee meeting and present oral report.

Prepare brief report for MODMM.

Update Membership Renewal Form and send to Website Coordinator.

Send renewal notices to members in December.
	Send letters to prospective MCRA members as needed.



	Nominating
	Send candidate profile forms and thank you letters to nominees (via mail or email)


	Prepare candidate profiles for ballots. 

Mail out ballots to membership by January 15th.

Set up meeting to count ballots.

Attend Exec Committee meeting and present oral report.


	Call results to Pres., Pres.-Elect, and candidates who ran for office.  
Prepare an article for MODMM of election results by 3/15.

	Bylaws
	
	Attend Exec Committee meeting and present oral report.

Prepare brief report for MODMM.
	

	Website
	Update Website as necessary
	Update Website as necessary
	Update Website as necessary


MCRA MONTHLY CALENDAR

	Officer/Category
	February/March
	March/April
	April/May

	General
	CE Applications due to NCRA
	Exec Committee meeting 

Incoming and outgoing Board members invited.  

MODMM Deadline March 15.

CTR exam.
	Spring workshop/business meeting.

Installation of new Board.

CTR recognition.

	President
	Prepare Exec Committee agenda and e-mail to committee members.
	President’s Message to MODMM editor by March 15.   

Chair Exec Committee mtg.

Prepare agenda for annual spring business mtg.

Prepare annual reports for distribution at business meeting 
	Attend workshop/business meeting.

Have annual reports available at business meeting.

Prepare Certificate of Service for Exec  Members



	President-elect 

(See also Professional Development, 

This office Co-Chairs)
	Prepare an article for the MODMM by 3/15.
Mail CE forms to NCRA for spring workshop.

Prepare upcoming year’s calendar of meetings and workshop dates.

Annual report to President two weeks prior to spring annual meeting.
	Attend  Exec Committee meeting 

Mail/e-mail program brochure for spring workshop.

Submit article to MODMM editor. Include new Executive Committee roster.
	Attend workshop/business meeting.

Prepare attendance certificates.  Inform host facility of number of workshop attendees.

Prepare a brief presentation to membership at Installation as President.

	Senior Treasurer 

(Works with Membership Chair)
	Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee meeting and give report.

Prepare projected budget for upcoming year.  Prepare checks for MCRA members to attend NCRA annual conference.

Prepare brief status report for MODMM.
	Attend workshop/business meeting.  Prepare a registration list for spring workshop and send to Pres. Elect and Prof Dev Committee Co-Chair.  Prepare honoraria for speakers.

Reimbursements for CTR exam.

	Secretary
	Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee meeting—take minutes. 

Summarize Board activity for MODMM.
	Attend workshop/business meeting.  Prepare and distribute MCRA business meeting minutes to members/summary to MODMM editor by 6/15.

	Professional Development 

(Co-chairs with Pres Elect)
	Article for MODMM due March 15.

Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee meeting and present report.

Submit article to MODMM editor.
	Attend Spring workshop/business meeting.  Present oral report at the business meeting.

	Communications
and Immediate Past President

(Co-Chairs)
	Call liaisons and Midwest regional director for written reports for MODMM.  Article for MODMM due March 15.

Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee meeting and present report.

Prepare brief report for MODMM.

Communicate with MODMM editor and proofread MODMM prior to distribution.
	Attend Spring workshop/business meeting and present oral report.

Bring camera for Board installation.

	Membership
(Works with the Treasurer)
	Annual report to President two weeks prior to spring annual meeting.

 Mailing labels to professional development committee for spring workshop brochures.  Letters to prospective members as needed.


	Letters to prospective MCRA members as needed.  Attend Exec Committee meeting and present report.

Prepare membership cards and new roster. Forward to Communications Chair for distribution.
Prepare brief report for MODMM.
	Attend Spring workshop/business meeting.  Have updated membership cards available for distribution.  



	Nominating
	Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee mtg.  Present report.

Prepare brief report for MODMM.
	Attend Spring workshop/business meeting.  Present oral report at business meeting.

	Bylaws
	Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee mtg. Present report.

Prepare brief report for MODMM.
	Attend Spring workshop/business meeting.  Present oral report at business meeting

	Website
	Update Website as necessary

Annual report to President two weeks prior to spring annual meeting.
	Attend Exec Committee mtg. Present report.

Prepare brief report for MODMM.
	Attend Spring workshop/business meeting.  Present oral report at business meeting


